Title Sheets — Responding to a Transmittal & Signing \WDOT -
Tier 2 Sheet

CADD Support

You will receive an email that you have received a new submittal package containing
the approval documents and a Title Sheet for you to sign.

e Click on the link to take you to the submittal page.

New submittal received - Title Sheet Signature Request for UPC# 108906, Title Sheet Signatures-TR-0000002 D inbox x

Title_Sheet_Signature@vdot.virginia.gov via sendgrid.net
tome -

Hello Jeffrey Wyatt,

You have received a new submittal package.
= i i browser's address bar:

Click on the link

4113.covvirginia.gov:PW/Documents,/ P{67f8cd3d-265k-4b7h-98af-fdaead 7d63c8}/?Deliverables Management=Incoming,GUID={D0EALE25-DBGC-4DEC-BAF

Title Sheet Signature Request for UPC# 108906

Submittal details

Package ID:
Project:

Subject:

Purpose:

Content:
Acknowledge by:
Respond by:
Issued by:

Sender package ID:

Title Sheet Signatures-TR-0000002

Electronic Title Sheet Signature - New Process
Title Sheet Signature Request for UPC# 108906
For Signature

4 documents

2019-09-06 10:04 AM Eastern Daylight Time
2019-09-18 10:04 AM Eastern Daylight Time

Title Sheet Signatures-TR-0000002

This is an automatically generated email notification sent via ProjectWise Deliverables Management service.
Do not reply to this email. Instead you can tell us what you think about ProjectWise Deliverables Management.

¢ You will need to Acknowledge the transmittal you received on the incoming
submittal page.

- Title Sheet Signature Request for UPC# 108906
1D Tite Shees Sigratures TR-0000002

Project Electronic Title Sheet Signature - New Process _
Status
suiecs e e Must
Issued by Jaffr R : k 1
e Acknowledge
o First

Cover letter
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Navigate to the ‘My Response’ tab

Use the arrows to review attached documents

.......

Click on the Title Sheet

= Click to open Title Sheet to
: insert digital Signature

CADD Support

Arrows will
expand each
attached
document

This should open the PDF file of the Title Sheet in Bluebeam

o Ifit does not automatically open then you will need to find it in your

Download folder and open it from there.

The signature field blocks should already be in the file, there is no need to create

a block yourself.

TI3LORS I AT

JAVOASSA A07 J30M3MMOD35
WOITIZIUQDA YAW 30 THOIA #03

SIDAVAM THIMTZIVIE OWA DMWAAA IR TOMT2I0

AIIMDNI TMIMG0 VI TOIL0SA TORT2I0

WMOITIZIUDDA YAW 30 THOIA A03 O3VOA99A|

JAVORAS9A A03 030M3MMOD38
MOITOUATZ2KMOD A0

AT0AVAM THIMTZIVA OMA DAVAA 19 TOMT2I0
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vDOT

e
— _—_‘_‘—\-\.
CADD Support

Click the signature block where you need to put in your digital signature. Be sure that
your signature has been correctly configured to match the one shown below. For
instructions on how to configure your signature appearance, please see the Setting Up

Default Title Sheet Signatures.docx job aid.

| Jeffrey A Wyatt

Bluebeam Instructions

e Select the correct Digital ID on the Sign window

e Click OK

Sign

L=
Jeffrey A Whatt ~ ‘/Iw New...

Signature Type
(®) Digital Signature

() Document Certification I}

Markcups, fill in forms, and digital signatures

Cptions

Reason: | v|

Location: |

Contact Info: |

Appearance

Title Sheet ~ || Edt.. New...

2020.08.07
Jeffrey AWyatt ;4.47.34 0400

Cancel

2019.09.09 10:29:54-04'00"

A window will pop up asking you to save the document — after you choose where you

are going to save the document a security window will pop up

e On the security window that comes up enter your certificate password

e Click Allow.
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https://projectwiseconnector.azurewebsites.net/api/GetProcessGmailLink?code=zBBTVzTLoCXyxzYs/eme6FmqAnOnQBRHQHnNHl55aNpOS59HfWapQA==&timeout=3000&pwlink=pw://WAP04113.cov.virginia.gov:PW/Documents/D%7B05fdbd4a-d61d-49bd-924c-cfd81a8a5375%7D
https://projectwiseconnector.azurewebsites.net/api/GetProcessGmailLink?code=zBBTVzTLoCXyxzYs/eme6FmqAnOnQBRHQHnNHl55aNpOS59HfWapQA==&timeout=3000&pwlink=pw://WAP04113.cov.virginia.gov:PW/Documents/D%7B05fdbd4a-d61d-49bd-924c-cfd81a8a5375%7D
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Tier 2 Sheet

Windows Security

Credential Required

To allow the app to access your private key, enter the
password:

Key description : CryptoAP| Private Key

E Password

[,
g

I Allow I Don't allow

Adobe Instructions
e Select your digital ID

e Click Continue

Sign with a Digital ID
3

Choose the Digital ID that you want to use for signing:

Jeffrey § Speight (Windows Digital ID)
®
I o E&D Issued by: IGC CA 1, Expires: 2020.05.16

CADD Support

View Details

@ ( Configure New Digital ID ) ( Cancel )

e Select your saved appearance from the drop down

e Enter your password

e Click Sign
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CADD Support

Sign as "Kevin Takala" X

Appearance Created 2020.08.06 12:33:45 -04'... v I ( Create ) ( Edit )

Kevin 2020.08.07
12:43:16

Takala -o0z400

[J Lock document after signing View Certificate Details

Review document content that may affect signing

ID PIN or Password... I D

You may need to click the save button.

In either case, overwrite the local copy of the file from ProjectWise.
This should be the default save location when the Save window comes up.
Then, you can then close the file, and check it back into ProjectWise.

™ & » ThisPC » Windows (C:) » Users » cassandra.goodnough » Downloads v O Search Downloads »r

Organize = New folder =~ @
S
|5 Documents ~ MName Date modified Type Size
=] Pictures 0095-076-276_C501_01.pdf 2/11/2020 11:35AM  PDF Document 355KB
=% Cassandra.Geodnough (Mwe

d0831085

Confirm Save As
PlanSheets

UPC115999 | 0095-076-276_C501_01.pdf already exists.
Do you want to replace it?
[ This PC

[ Deskiop Yes No
|2 Documents
J Downloads
D Music

=] Pictures

B Videos
i Windows (C:)

= Cassandra.Goodnough (Ve
L4

[T T, RR0095-076-276_C501_01.pdf} -

Save astype: | PDF Files (*.pdf) ~

~ Hide Folders Save Cancel
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CADD Support

e Return to the Transmittal page

o Select Browse
o Find the signed title sheet in your download folder
o Pick the most recent one
o Click Open
‘_ TJE\i?ﬁ:ie::lgrl:[rxplrrle.:l};eguem for UPC# 108906 T

Mark selected as Appred

Browse and
Ao sedunce, Attach Signed Title
R Sheet
(]
e
V\

e When responding to a transmittal select all documents
e Click Mark Selected as Approved

e Send Responses
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